OPERATIONAL SERVICES DIVISION

Job Aid:
Organization Administrator: Multiorg Approval Path

This Job Aid shows how to:
e Create, manage and adjust approval paths to add a multiorg approver

Overview and Requirements:

Setting up a multiorg approval path requires the participation of Organization Administrators (OAs) from each
participating organization. It is critical to ensure legal foundation for adding other agency users. The
organizations involved must have a valid Interagency Service Agreement (ISA) or some type of legal
authority. The OA from one organization gives access to a user to be an approver on another organization’s
approval path, and creates a multiorg approval path. Thought and structure must be developed or known to ensure
approval paths are created properly, therefore we recommend only after discussion with the Agency Chief
Procurement Officer, Chief Fiscal Officer and COMMBUYS liaisons should Approval Paths be entered into the
system by the Organization Administrator (OA). The OA has the ability to add, edit, and remove all organization
approval paths.

Screenshot Directions

website by entering the URL

COMMBUYS nsbomconmbusconbs

REERALIONAL SESVISES TSI Log in using your Login ID and password.

COPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COPMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUYE@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-627-8283 or 617-720-3187

— Register
Register here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to registering.

— Complete Registration
Complete registration here to begin using COMMBUY'S.
endors, please read this disclaimer prior to completing registration

L L Open Bids

Browrse open bid opportunities.
L L Active Contracts

Browse active Contracts/Blankets.
-—— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

L L Registered Vendor Search
Search for registered vendors.

Login 1D:

Fassword:

Forgot your password?
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OPERATIONAL SERVICES DIVISION

Job Aid:
Organization Administrator: Multiorg Approval Path

Screenshot Directions

Organization Administrator Home

Maintenance Tables.

[T e " Document Settings System Configuration

| Maintain Agency
Organizations/DepartmentsiLocations
This section s used to administer agency
organization, department and location information

Configure Approval Settings
This section is used to configure system settings for
‘2pproval path maintenance

Maintain Agency Approval Paths
This section is used to admirnister agency approval paths

Maintain Agency Users
This section is used to maintain agency users

| Maintain Assignment of Commodity-EPPs to
—
= Purchasers
‘This section is used to administer the association of
purchasers with commoity codes

Maintain Document Attachment Repository
This section is used to maintain fles in the document
attachment reposiory

Copyright © 2014 Periscope Hokings, Inc. - All Rights Reserved.

2. At the OA home page select Configure
Approval Settings.

Administer System Settings for Approval Path

Configure System Approval Settings
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3. Click Maintain Agency Approval Type
Sequence
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4. The displayed list shows only the Approval
Types your organization currently can utilize.

Remember Approval Types are categories to
support approval paths; they are not approval
paths themselves.

If an Approval Type is used in an Approval Path,
you cannot edit the Approval Type.

If an Approval Type is not used in an Approval
Path, you can edit the Approval Type, but can
only change the Description, Priority, and Status
fields.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Organization Administrator: Multiorg Approval Path

Screenshot Directions

Note: This page is split into two images for ease
of viewing.

5. To enter a new approval type, enter a 5 digit
alpha numeric unique identifier for the Approval
Type ID.

e For large organizations with many types

Maintain Organization Approval Types for: Operational Services Division

Organization: 1080 - Operational Services Division of approva|s, you may use this identifier to
represent a chronological path
oo Tpe D e represented by using the three letter

department (HR123) or (IT001).

Name this Approval Path with a general
Description of its purpose. It could be related to
the individual type of purchase, or the level of

I 501t necced to spprove i

Assign this Approval Path a Priority.
o 1is lowest priority ; 99 is the highest.
e The system will route documents
o | according to priority. An emergency
purchase should use a high priority while
office supplies typically have a low
priority.

Priority Status Delete

O

Click Save & Continue to save the current path
and add another, or click Save & Exit to return
to the previous screen.

Click Cancel & Exit to return to the homepage.

Organization Administrator Home 6. Click Maintain Agency Approval Paths on
[T =, nocument Settings  System Configuration  Maintenance Tables the o rgan izatio n Ad m in iStrator Hom epage .
Er— g;’::i‘zna:g:ggepamenml.ocations
e e A
Configure Approval Settings
This section is used to configure system seftings for =
‘approval path maintenance ===

s | Maintain Agency Approval Paths
e | This section ts used to administer agency approval paths

Maintain Agency Users
“This section is used to maintain agency users

Maintain Assignment of Commodity-EPPs to
Purchasers

This section s used to administer the association of
purchasers with commotity codes

&

Maintain Document Attachment Repository
This sectian is used to maintan s in the document
atiachment repository
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OPERATIONAL SERVICES DIVISION

Job Aid:

Organization Administrator: Multiorg Approval Path

Approval Path Maintenance for: Organization DEF

Approval Path ID I:l Approval Path Name l:l
S —
Department EI @
Location EI
Search Fields:
Approval Type | v
s v e
e E—_ T
T
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Directions

7. The Maintain Agency Approval Paths icon, will
display all the approval paths you currently have,
both active and inactive.

Note: A Search box appears if your organization
has more than 25 approval paths. Use the
available search fields to locate an Approval
Path you want to modify.

Click the Path ID to edit existing Approval Paths,
or click Add New Approval Path (at the bottom
of the page) to build a new path.
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Job Aid:
Organization Administrator: Multiorg Approval Path

Directions

8. Enter the required information, proceeding left
to right through the tabs. Fields with an asterisk
(*) are required fields.

When finished with one tab of fields, click Save
& Continue then proceed to the next tab.

General Tab:

(i) Change Order MiscFreight Departmentlocaion Email Vendor Summary

AgprovalPeh 0 i
Organization: 1080- Opergienal Senviczs Diisitn
o m 1 0000
Fs T sscPhsng

] parnentAcosss

: Imvestory User
[ scosurts Payabe

B T Puchases
sl o0 - gl
s A~

| Approval Doc/Doc Sub Types

] PO Change Ordt 7 Ve peomance
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Approver User

Level

Type

Delete

|
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|
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Approval Path ID — A unique 5-digit alpha
numeric ID related to the use of the path.
For example if it is a path for a specific
department, you may choose to use the
first three characters of the department
name followed by a path number.
Description or Approval Path Name —
The path name should indicate the kind of
path. E.g., using the HR Approval type
referenced above, this path could be
named Contract Employee Approval.
Approval Type — A pull-down list of your
organization’s Approval types.

Dollar Range — Required; to enable for all
dollar amounts, set dollar range from 0.00
t0 9,999,999,999,999.99.

Status — Active/Inactive.

Roles — Designates the COMMBUYS role
that may use this Approval Path. If no roles
are selected, this path will apply to all
roles.

Approval Doc/Doc Sub Types — Select all
document types that will apply to this path.
If no document types are selected, the
approval path applies to all document
types so long as the other criteria of the
path are met

Select Approvers - Use the eyeglass box
to search for the desired approvers (more
detail in next step)

Level - Level 1 is the first approver, and if
additional levels are needed level 2 would
be the second approver, etc.

Type - A Primary approver indicates the
required approver. Choosing an alternate
approver makes the document available to
both approvers. Either can approve the
document. Only one alternate and one
primary are allowed per level.

Click Save & Continue.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Organization Administrator: Multiorg Approval Path

Screenshot Directions

User Lookup for: Operational Services Division 9. A User Lookup window opens. To search for
, user by Organization, use the Organization drop
Search Using: | ALL of the criteria . .
down to find the multiorg approver. You can use
Firsthame  Alyssa LastMame  Amold any of the other search field instead if that is
LoginID easier.
Organization Deparment of Revenue v
Department - Click Find It
Search Fields:
Location i
User Role Remember:
o e AnISAis required in order to select the
epatment Access .
Inventory User approprlate user.
Al Payabl .
ol i e Just because some users are an option,
rowsety: |ABCOEFGHIJKLMNOPQRSTUVWXYZ does not mean you have permission to
JEEELOUTUIL designate them as an approver.
T Clear ]
10. Select the eligible user for this approval path
Serch sing: | ALL ofthe crtere v by clicking the Select radio button.
FirstName  Alyssa LastName  Arnold

Click Select at the bottom of the page.

Login ID

Organization Deparment of Revenue e

Department . Note: User from another organization only
sewenFiends: || . appear once they have been granted multiorg
User Role approval rights.

Basic Purchasing
Deparment Access
Inventary User
Accounts Payable

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Bi 3
rowse by | 012345678910

Find t ] Clear
Select Login ID First Name Last Name Status Role(s)
! ALYSSAA Alyssa Amold Active Basic Purchasing
Ford Grant Muttiorg Approval Rights

=] R

11. The selected user appears as an approver.

user
e B L= _ If need to designate an additional approver,
bt W = e e select from the drop down to find an approver
- Bl with your organization, or use the eyeglass icon

again to find a user from another organization.

Click the UNSPSC Code tab.
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Job Aid:

Organization Administrator: Multiorg Approval Path

Screenshot Directions

Genersl Change Order  MiscFreight DepartmentiLocation Email [ULEIRARKNCE Vendor Summary

No-specific UN S P 5 C Segment-Famiy/Class found for this aproval path, therefore the approval path i considered to be associat

Approval Path [T001 - IT Purchases

12. Click Add UNSPSC Segment-Family/Class
button to add commaodity codes to this approval
path.

ed with al the U N 5.P'S C Segment-Famiy/Class codes. A new window opens showing a search bOX

Genersl Change Onder MiscFreight Desartmentloason Enai | [LILEReAo0 Vendor Summary

_ J11593C Seet oy s - which we will see on the next slide. In this

example we will search for IT related UNSPSC
codes, to which we assign to this approval path.

Note: A path that has this feature enabled
applies to all departments in the organization.
That is, if you create an approval path based on
a Department/Location, you should not add
UNSPSC Code to that path.

Approval Path IT001 - Search NIGP Codes

Searchlising: | AlLofthe crena v
Category 43-Infomation Technology Broadca.
‘Search Fields: | SegmentFamily 1D ‘Segment Family Description
ClassD Class Description
ABCDEFGHIJKLMNOPQRSTUVWRYZ
Browse by:
012345678910
Result Type: | Class -
Select ~
= ‘Seqment famiy D Deseription
] EEH) Commincaos Devices and Arsessories
| ¥ 29 Componznés for nfomelion iechnslogy i broadcastng or el ‘
il & Conputer Eqepment and Accessors.
| 7l &n Dats Voice o Mulimedia Network Equigmest or atfos and ‘
¥ fE:] Sotware
I ] |

13. Click the Select button adjacent to the
correct corresponding UNSPSC codes. Note
how the top Select button, will select all.

Click Save & Continue to perform another
search and add further codes, or click Save &
Exit to return to the saved view of UNSPSC
codes for this approval path.

Genersl Change Order WiscFreight Departmentocason Enai [[[ELETIS0 Vendor Summary

Approval Path ITO01 -IT Purchases

Confirmation Wessages

* Cranges saved suocessfuly.

Approval Path UN S P § C Seqment Family List

Seqment Famay

Deserippon

8| Commkasons Devices and Acosssares

| e —

O Computer Epupment nd Accsssariss

| 57 |DenVoios or el etwak Equipner or Petfons and

a5 |Sofware

Approval Path UM $ P S C Class List

14. All the appropriate codes are saved on the
UNSPSC Code tab. You add or delete codes at
any time.

For example if a purchasing user in your agency
finds that a commodity or service that requires
approval through this path is being missed, the
OA can return to this path and add additional
UNSPSC codes.

Seqment | Description ||:e|u=
Family Class
There-are no UN 5 -3 C Cass found for this approval path.
_ SedComue | piiUNSPSCScomeifomyCass M DeeeAlUNSPSCScpmesifonitass M Restt _
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Screenshot

Approval Path 1T001 - IT Purchases

Genersl Change Order MiscFreight DeparimentiLocation Emal UNSPSCCode Vendor
General Information
Approval Path ID: on Description: Tourceases: i 1030
Approval Type: 001 - T Approve Dollar Range: 5000 % S150,000.00 Roles: S Pucheseg
Deparment Acosss
Stafus: Adive.
Send Email: e Customize Email Content: o
e Types Ungesiod Bl
g
(Do Sub Typesk Eraaied 50
Rurchase Orter
#0 Onange Orter

‘

Jre—— | ] vy

g
e

#paly approval path for wser Tab.

‘

o MiscFreight opfons have bosn sef

Approval Degartments/Locations

fortsihe the siher crizr and or Freight Charges.

Approval UN § P S C Codes
UNSP § C Segment Family List:
‘Seament-Family Description

i)
219 Communicaiions Devices and Accessoriss
FE)
e Compuser Equprest and Accessores

an Datn Veioe-or Hubimedia Network Equpment or Ptiorms and
an Sotware

UNSPSCClass List-

Seqment Description
Family-Class

There s 50 U NS P S C isss found for s spproval pain

H
H

o vendors heve bezn selecizd

atten oz | cowsommn || m | ex

Directions

15. Summary tab: Allows you to view all the
information entered for this path.

The path does not require submission, and is
active until changed or removed.

If you need to create a similar approval path, you
can use the Clone Approval Path button to
create an exact copy of this approval path, and
then and edit it. Navigate through the tabs as we
did in this example.
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